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Training Mode Example 
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TRAINING MODE 


o kcmuseit)02 - KCM 


Customer support a card 
services 


► Work orders 

► Transaction history 

► Reports 

► Knowledgebase 


Manage 


► Non-snff ic ienT f unds 

► Manage vanpools 

► Manage rebates 


r - 




Reports 


View customer transaction history 

Recently accessed customer 

mike gileno - 99901601 I 

Search for a customer 
First name: 

Last name: 


OR 


Card serial number: 


Home | Business Accounts | Site Map | Search | Reports 
Copyright © 2006 ORCA. All Rights Reserved 


Update password 


Logout 


a 
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Login & Logout 

Logging In 



2. Enter your password in the Password box. 

3. Click the Login button. 

If the login is successful, the Welcome to ORCA page is displayed. 
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Welcome to ORCA Page 
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rca 

one regional card for all 


Login Error 

If the Username and Password do not correspond or are invalid, the following error 
message is displayed. 


ORCA Agency Website 

(T) PROBLEM - 

Please correct the following error(s) before proceeding: 

■ Authorization failed, please check your username and password and try again. 

This is the ORCA Agency site. Only authorized access is permitted. You may visit ORCA's customer site. 

ORCA Agency Site Login 
Username: 

Password: 


Login 


Note: A failed login attempt is one in which the username is correct but the 
password is incorrect. Incorrect username entries do not count toward failed 
attempts. 


After three failed login attempts, you will be notified that your account is locked 
and must be unlocked by an IT administrator. 
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Login & Logout 


1 . Click the Update password 
link. 

The Update password 

page displays. 


Changing Password 



2. Enter existing password. 

3. Enter new password twice 
(6-15 alphanumeric 
characters). 

4. Click the Update password 
button. 

A confirmation message 
displays. 

5. Click Continue. 

Note: Asterisk (*) indicates a 
required field throughout the 
website 


Update password 


1. Update password » 2. Confirmation 


Update your password 

To update your password, enter your new password twice below. 

* indicates required fields Old Password 

Change passsword details 
Enter your existing password: * j~ 

Your new password: * 


I 


Retype your new password: 


/ ° 

I (passwords must be 6-15 letters and/or numbers)^;, 


New Password/ 
Enter Twice * " 


/V 


Information Symbol 
cursor hovers over 
to display info 


Afore passsword 
“* restrictions 


Cancel I Update password 
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Login & Logout 

Logging Out 



To log out, click the Logout button. 

The ORCA Agency Site Login window is displayed. 
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Card Orders & Inventory Management 


Authorized Agency users can create new 
card orders. 

1. On the Card orders & inventory 
management tab, select New card 
order or click the Create a new order 

button. 

The New card order page displays. 

2. Enter information for new card order. 

• To be fulfilled by field defaults, but can 
be changed. 

• One card type per order. 

• The Preloaded disposable card type is 
available only if the To be fulfilled by 
field is Mail Center. 

• The address and contact information is 
automatically provided, but it can be 
overwritten. 

3. When you are done entering the order, 
click the Send button. 


Card Orders & Inventory Management tab 
or 

f Card Ordering Nav link 
•^k^rd-orai f shows this display 

o kern use rflOl - KCM 



► Card Ordering 

- New Card Order 

- Fulfilled Orders 

► Card Sending 


Card Inventory 


► View Inventory 

► View Inventory Log 


► Approve Card Orders 




Card Orders & Inventory 
Management 


agementtab 
link / 

7 

-v- 

a Inventory Check &PO F 
lement Lists 


Approve Card Orders 
display existing orders 
that can be approved by 
the current user. 


Update password | 


Approvals 

Overview 


Card Ordering 


This is a list of card orders you have placed. Click on an order to modify it or select an order and 
choose to accept, reject or cancel the order. 


152 items found, displaying 1 to 15. Page: 1| 2| 3| 4| 5| 6| 7| 8 Next » 

Status a 


Approve Card Orders 
displays Only 
to be Approved 
orders 


Order 
number ▼ 

Order a 

date T 

Ordered ▲ 

from 

Card tvne 

Order 

titv 

▼ 

□ 12423 

07/17/2008 
10:22 PM 

ERG Service 
Bureau 

Regional Reduced Fare 
Permit 
(RRFPInstitutional) 


5 

H 12422 

07/17/2008 
09:51 PM 

Mail Center 

Preloaded Disposable 


1 

□ 12421 

07/17/2008 
09:27 PM 

Mail Center 

Preloaded Disposable 


2 

□ 12417 

06/27/2008 
10:56 PM 

Mail Center 

Preloaded Disposable 
Beta 


1 

□ 12415 

06/24/2008 
07:44 PM 

Mail Center 

Preloaded Disposable 


2 

□ 12414 

06/23/2008 
09:00 PM 

ERG Service 
Bureau 

Campus Card 

1 


Ordered 

Confirmed 


1 In Progress 


Ordered 

Confirmed 


Ordered 

Confirmed 



□ 12406 

06/18/2008 
03:40 AM 

Regional 

Inventory 

Distribution 

Center 

Standard Transit 

1 Ordered 

Confirmed 

□ 12405 

06/18/2008 
03:21 AM 

Regional 

Inventory 

Distribution 

Center 

Standard Transit 

1 Ordered 

Pending 


152 items found, displaying 1 to 15. Page: 1| 2| 3| 4| 5| 6| 7| 8 Next » 


Create a new order I Accept cards received I Reject cards received I Cancel order/s 


Home | Business Accounts | Call Center Support | Site Map | Search | Reports 


r* 
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Ordering 

Cardstock- 

KCM 

Supervisor 

Login 

example 
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Placing a Cardstock Order 


► Card Ordering 

- Hew Card Order 

- Fulfilled Orders 

► Card Sending 


Card Inventory 


► View Inventory 

► View Inventory Log 


Authorize 


► Approve Card Orders 


Customer Support & 
Card Services 


Card Orders & Inventory 
Management 


Check &PO 
Lists 


0|[ Reports I / 

I ± 


Approvals 

Overview 


New card order 


1. Create order » 2. Submitted 


* indicates required fields 

Ordered date: 

Ordering party: * 

To be fulfilled by: * 
Ordering location: * 
Fulfilling location: * 

Card type required: * 
Order quantity: * 

Training mode: 

Invoice Address 


| King County Metro jj 


| Regional Inventory Distribution Center jJ 


| King County Metro KSC j 


|RIDC J 


Standard Transit 

i 



Address 
Linel: * 
Address 
Line2: 

City: * 

State: * 

Zip code: * 


201 S. Jackson St 


Seattle 
Washington 
98104 f 


Shipping Address 

jp" Same as invoice address 


Agency contact name: * 

Agency contact number:* 

Special handling 
instructions: 


Notes log: 



Cancel I Approve 
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Placing a Cardstock Order 


Card type required: * 
Required roles: * 


Required applications: * 
Transit application: * 
Order quantity: * 


|| Operator 

|“ OBFTP Driver Operator 
|~ OBFTP Maintainer 
|“ OBFTP Supervisor 
|“ PFTP Operator 
|“ PFTP Maintainer 
|“ PFTP Supervisor 
|“ PFTP Inspector 
|“ CST Operator 
|~ CST Maintainer 
□ CST Supervisor 
|“ TRU Operator 
p TRU Maintainer 
|“ TFtU Supervisor 
|- SAFTP/GAK Maintainer 
|~ TVM Maintainer 
|“ TVM Supervisor 
j~ TVM Revenue Servicing 
p TVM Nonrevenue Servicing 
p Vanpool PFTP Operator 

| Operator Plus Transit p] 

C* Unblocked p Blocked 


3 
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Placing a Cardstock Order 


Preloaded Disposable card type - 
Disposable Amount dropdown 


* indicates required fields 

Ordered date: 

Ordering party: * 

To be fulfilled by: * 

Ordering location: * 

Fulfilling location: * 

Card type required: * 

Disposable Amount: * 

Order quantity: * 

Training mode: 

Invoice Address 


10/20/2008 


King County Metro 


3 


Mail Center 


3 


Rainer Square/Westlake Center 
King St Center - Regional Mail Center 


Preloaded Disposable 
$5.00 J 


$ 5.00 


$ 10.00 

$15.00 

$ 20.00 

$50.00 

$75.00 


Shipping Address 


Customer Support & 
Card Services 

Card Orders & Inventory 
Management 

r \ 

Check & PO 
Lists 

Reports 

Approvals 

Overview 


r 

New card order 




\ 

1. Create order » 

2. Submitted 







t 
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Placing a Cardstock Order 


Card orders 


► Card Ordering 

► Card Sending 


Card Inventorv 


Customer Support & 
Card Services 




Card Orders S Inventory 
Management 


’N/' 


Check & PO 
Lists 




Reports 




Approvals 

Overview 


New card order - complete 


1. Create Order » 2. Submitted 


► View Inventory 

► View Inventory Log 


Authorize 


► Approve Card Orders 


Order number 12429 has been placed successfully. This order will be fulfilled by Regional 
Inventory Distribution Center 

For fulfillment inquiries contact: 

Contact Name on 


2067495500 


A 




Order more cards I Return to card orders 


j 
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Card Orders & Inventory Management 


Ordering Cardstock—Approving Cardstock Orders (Supervisors) 

Supervisors must confirm or cancel card orders before they go to fulfillment. 


On the Card orders 
& inventory 
management tab, 
select Approve card 
orders. 

The Cards ordered 

page displays 
pending card orders. 

Choose one or more 
orders by selecting 
the checkbox in the 

Order number 

column. 


► Card Ordering 

► Card Sending 


Card Inventoiv 


► View Inventory 

► View Inventory Log 


Authorize 


► Approve Card Orders 


Customer Support & 
Card Services 

Card Orders & Inventory 
Management 

Check & PO 
Lists 

Reports 

Approvals 

Overview 


r > 

Approve Card Orders 


Select one or 
more orders by 
clicking in 
check box(es) 


This is a list of cards ordered awaiting authorization, select an order to approve or delete 

3 items found, displaying all items. Page: 1 


Order a 

number 

Order date A 

▼ 

Ordered from A 

T 

Created bv A 

Card tvne A 

Order 

(rtv 

A 

T 

7 P 12377 

06/05/2008 
05:13 AM 

Regional Inventory 
Distribution Center 

o_kcmuser004 

Standard 

Transit 


1 

■ 

- -y r 12405 

06/18/2008 
03:21 AM 

Regional Inventory 
Distribution Center 

o_kcmuser004 

Standard 

Transit 


1 

_ 7 □ 12409 

Lr 

06/18/2008 
04:14 AM 

Regional Inventory 
Distribution Center 

o_kcmuser004 

Preloaded 

Disposable 


1 



3 items found, displaying all items. Page: 1 


Cancel orders I Approve orders 


To approve, click the Approve orders button. A confirmation message displays. 
To cancel, click the Cancel orders button. A confirmation message displays. 
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Ordering Cardstock—Accepting Received Cardstock Orders 

Authorized Agency users can confirm that cards have been received and accepted. Only 
card orders with a status of Shipped can be accepted. This function is also used to accept 
cards received that have been rejected and returned to a fulfilling party. 


1 . Click the Card orders & 
inventory management tab. 

The Cards ordered page 
appears. 

2. Select the appropriate Order 
number checkbox and click 

the Accept cards received 

button. 

A confirmation message appears. 

3. Click the Yes button. 

The Order Status is updated 
to Accepted and the 
inventory and stock details are 
updated. 


o kcmuserOOl - KCM 


Update password | 


► Card Ordering 

- New Card Order 

- Fulfilled Orders 

► Card Sending 


Card Inventor^ 


► View Inventory 

► View Inventory Log 


Authorize 


► Approve Card Orders 


Customer Support S 
Card Services 


Card Orders S Inventory 
Management 




Check a PO 
Lists 


—\f~ 


Reports 




Approvals 

Overview 


Card Ordering 

This is a list of card orders you have placed. Click on an order to modify it or select an order and 
choose to accept, reject or cancel the order. 


Select 

Order(s) 


Order 

number 


152 items found, displaying 151 to 152. Page: « Prev 4| 5| 6| 7| 8| 9| 10| 11 

Order date A Ordered from A Card type A Order a Status A 

(Tty 


12166 


fV 

* 

r 12165 


03/05/2008 Regional Inventory 

08:53 PM Distribution Center 


Standard 

Transit 


In Progress 


Select 

Accept Cards received ■ 
button 


03/85/2008 Standard . Ordered 

08:03 PM Communrty Transit BetaTransjt 1 confirmed 


152 items found, displaying 151 to 152. Page: « Prev 4| 5| 6| 7| 8| 9| 10| 11 


Create a new order I Accept cards received I Reject cards received I Cancel order/ 
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Card Orders & Inventory Management 


Ordering Cardstock—Canceling Cardstock Orders 


Only card orders with the status of Ordered Pending or Ordered Confirmed can be canceled. 

1 . Click the Card orders & 
inventory management tab. 

The Cards ordered page 
appears. 


Select the appropriate Order 
number checkbox and click 
the Cancel order/s button. 

A confirmation message 
appears. 

Click the Yes button. 

The Order Status is set to 

Canceled and a confirmation 
message appears. The 
inventory details are updated. 


o kcmuserOOl - KCM 


Update password | j 


► Card Ordering 

- New Card Order 

- Fulfilled Orders 

► Card Sending 


Card Inventory 1 


► View Inventory 

► View Inventory Log 


Customer Support & 
Card Services 


~'\r~ 


Card Orders & Inventory 
Management 


Check a PO 
Lists 




Reports 




Approvals 

Overview 


Card Ordering 

This is a list of card orders you have placed. Click on an order to modify it or select an order and 
choose to accept, reject or cancel the order. 


Authorize 


► Approve Card Orders 


Select 

1 b Order(s) 

152 items found, displaying 151 to 152. Page: « 

Prev4|5|6|7|8|9| 10| 11 

■ Order 
* number T 

*4 

Order date A 

▼ 

Ordered from A 

▼ 

Cardtvne A 

Order status A 

city T 

\ ••I-12166 
! 

03/05/2008 
08:53 PM 

Regional Inventory 
Distribution Center 

Standard 

Transit 

1 In Progress 

B 

n 12165 

03/05/2008 
08:03 PM 

Community Transit 

Standard 
Beta Transit 

1 Ordered 

Confirmed 


Select 

Cancel order/s 
button 


152 items found, displaying 151 to 152. Page: « Prev 4| 5| 6| 7| | 9| 10| 11 


Create a new order 

| Accept cards received 

| Reject cards received 

| Cancel order/s 
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Ordering Cardstock 


Authorized Agency users can view and 
update existing card orders originated 
by the current Agency. 

1. On the Card orders & inventory 
management tab, select Fulfilled 
orders. 

The Fulfilled orders page 
displays. 

2. Click the Order number of the 
order you want to modify. 

The Card order details page 
displays. 

3. Modify fields as required. 

4. Click the Save Changes button. 

The changes are processed and 
the updated details are displayed. 
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■Modifying Cardstock Order Details 


► Card Ordering 

- New Card Order 
• Fulfilled Orders 

► Card Sending 


Card Inventory 


► View Inventory 

► View Inventory Log 


► Approve Card Orders 


o kcmuserOOl - KCM 


Update password | 


Customer Support & 
Card Services 


Card Orders & Inventory 
Management 


T. 


Check & POll Reports 
Lists 


Approvals 

Overview 


Card Order Details -12428 

These are the details of your order. 
* indicates required fields 


Check Marks indicate fields that 
can be Modified 


Ordered for.by. 

Updated onifty: 

Order source: 

Ordered from: * 

Card type: * 

Other quantity: * 

Shipped quantity: 

Order status: 

Projected ship date: 
Shipped date: 

Card serial number range: 
Training mode: 

Invoice Address 


KCM, 08/05/2008 03:08 PM, o_kcmuser001 
08/05/2008 03:08 PM, o_kcmuser001 
King County Metro 

| Regional Inventory Distribution Center 

(Standard Transit 

E 1 ^ 

completed by fulfilling agency> 

Ordered Confirmed 
completed by fulfilling agency> 
completed by fulfilling agency* 
completed by fulfilling agency* 

No 


~3' 


Address 
Linel: * 
Address 
Line2: 

City: * 

State: * 

Zip code: * 


201 S.Jackson St 


Seattle 


Washington 
98104 | 


Shipping Address 

Same as invoice address 


Address 
Line2: 
—*/ City:* 


Address 
Linel: * 


201 S. Jackson St 


State: * 

Zip code: * 




Washington 
98104 | 


~W 


Agency contact name: * 


F 


Agency contact number: * | 2 06 -1555" -15555~ 

I 


Special handling 
instructions: 


Special handling instructions are entered 
here and appear on the packing slip. 
-1 


Notes log: 
Add note: 


Notes for log are entered here, appear in the space above this box, 
and can only be seen here, except for pre-loaded, disposable card 
view in Mail Center. 


d 

~3 


J 


Select one to Save Changes 
or Cancel Order 


Cancel order 

I 

Save changes 


_ J 
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Ordering Cardstock—Rejecting Received Cards (Supervisors) 


This function is used to reject 
fulfilling party. Status must be 


an entire card order which will be returned to the 

Shipped. 


Click the Card orders & 
inventory management tab 

The Cards ordered page 
displays. 

Select the appropriate Order 
Number checkbox and click 

the Reject cards received 

button. 

A confirmation message 
appears. 

Click the Yes button. 


o kern use rflOl - KCM 


Update password | J 


► Card Ordering 

- Hew Card Order 

- Fulfilled Orders 

► Card Sending 


Card Inventory 


► View Inventory 

► View Inventory Log 


Authorize 


► Approve Card Orders 


Customer Support & 
Card Services 




Card Orders a Inventory 
Management 


’N/' - 


Check a PO 
Lists 




Reports 


N/' - 


Approvals 

Overview 


Card Ordering 

This is a list of card orders you have placed. Click on an order to modify it or select an order and 
choose to accept, reject or cancel the order. 


Select 

Order(s) 


■ Order 
* number 


152 items found, displaying 151 to 152. Page: « Prev 4| 5| 6| 7| _| 9| 10| 11 
Order date A Ordered from A Card type A Order a Status A 


Order 

city 


12166 


IV 

* 

□ 12165 


03)05/2008 Regional Inventory 

08:53 PM Distribution Center 


Standard 

Transit 


1 In Progress 


Select 

Reject cards received 
button 


034)5/2008 Standard , Ordered 

08:03 PM Community Transit BetaTransjt 1 confirmed 


152 items found, displaying 151 to 152. Page: « Prev 4| 5| 6| 7| _| 9| 10| 11 


Create a new order I Accept cards received I Reject cards received I Cancel order/ 


The Order Status is changed 
to Rejected on the Card 
order details page and the 
Fulfilled Orders page. 
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Card Sending 


Cards to be sent 

This is a list of card orders that have been placed with you, click on an order to modify it. 
6 items found, displaying all items. 1 


Order ^ 

number 

Order date ▼ 

Ordered 

from 

Card 

tifl)e 

Order 

<nv 

Stains ▼ 

11542 

05/15/2006 07:00 
PM 

KCM 

Standard 

1 

In Progress 

11903 

05/1 7/2006 06:38 
PM 

KCM 

Standard 

2 

Ordered 

Confirmed 

12085 

05/21/2006 05:40 
PM 

KCM 

Standard 

1 

Ordered 

Confirmed 

12226 

05/22/2006 05:21 
PM 

KCM 

Standard 

2 

Shipped 

12740 

06/05/2006 11:25 
PM 

KCM 

Standard 

3 

Shipped 

12741 

06/05/2006 11:30 
PM 

KCM 

Standard 

100 

Shipped 


6 items found, displaying all items. 1 


«Backto card orders 


ERG 


21 


TBAHS-U SYSTEMS 



























one regional card for all 


Card Orders & Inventory Management 

Fulfilling Cardstock Orders 


Authorized Agency users can change the 
status of fulfilled cardstock orders to 

Shipped. 

1. On the Card orders & inventory 
management tab, select Card 
sending. 

The Cards to be sent page displays. 

2. Click a link in the Order number 
column. 

The Card order details page 
displays. 

3. Change the Order status to Shipped. 

4. Enter the Shipped quantity and Card 
serial number range. 

5. To save the changes, click the Save 
changes button. 

The Cards to be sent page displays. 


► Card Ordering 

► Card Sending 


Card Inventory 


► View Inventory 

► View lirventoiy Log 


Card order details -12436 

These are the details of your order. 


Ordered for by: 
Updated on by: 
Order source: 
Ordered from: 
Card type: 
Order quantity: 
Ti aii ling mode: 


KCM, 08/11/2008 11:29 PM, o_kcmuser001 
08/11/2008 11:29 PM, o_kcmuser001 
King County Metro 

Regional Inventory Distribution Center 
Standard Transit 
1 

No 


Order status:' 

| Shipped 

- 


Shipped quantity: * 

[] _ 


l<- 


Projected ship date: 
mm/ddyyyy * 

Card serial number 
range: * 


Invoice Address 


|0B]/|iT|/|200| 

trom |99918498 


„ [99918498 


Click if filling order with non- — - — - - >| 
consecutive card serial numbers 


201 S.Jackson St 


Addiei 
Linel: 

Addiess 

Line2: 

City: Seattle 

State: WA 

ZIP code: 98104 

Agency contact name: 
Agency contact numbei: 
Special handling 
instructions: 


Notes log: 
Add note: 


Shipping Address 

Address 2Q1 s Jackson st 

Linel: 

Address 

Line2: 

City: Seattle 

State: WA 

ZIP code: 98104 


gjhgjh 

7777777777 







Print shipping label 
and packing slip. 





Print mailing label I Print packing slip I Save changes 


ERG 
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Card Orders & Inventory Management 

Viewing Card Inventory Status 


i. 


2 . 

3. 


Card inventory details are updated automatically by actions such as receipt of card 
orders or card sales. 

On the Card orders & 
inventory 
management tab, 
select View inventory. 

The View card 
inventory page 
displays. 

Enter any combination 
of search criteria. 

Click the Search 
button. 

The Card inventory 
results page displays 
the results of your 
search. 
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Card Orders & Inventory Management 


Viewing Card Inventory Status - 
Standard Transit Card Type Search Results 


-\ 

Customer Support & 
Card Services 

Card Orders & Inventory 
Management 

-\ 

Check & PO 
Lists 

Reports 

Approvals 
Overvie w 


Card inventory results 


18 items found, displaying 1 to 10. Page: 1| 2 Next » 


Card A 

Numbers 

Qtv ▲ Card ▲ 

Type 

Card Location a 

T 

Stock Status A 

99900159 

1 Standard 

Transit 

| King County Metro jj 

King County Metro KSC 
Rainer Square/Westlake Cer 

Useable Card 
| Stock 

99906410 

1 Standard 

Transit 

Useable Card 
Stock 

99906411 

1 Standard 

Transit 

Rainer Square/Westlake 

Useable Card 
Stock 

99906412- 

99906459 

AO Standard 

Transit 

King St Center - Regional 

Mail Center 

Useable Card 
Stock 

99913020- 

99913022 

3 Standard 

Transit 

j King County Metro KSC 

Useable Card 
Stock 

99913038- 

’'oq 

2 Standard 

Traps** -^ 

| King County Metro 

Useable Card 
Stock 
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available 
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using 
dropdown 
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Move Inventory to a Sub-location - 
Confirm Card Inventory Change request 


-V-V-V-V-\ 


Customer Support & 

Card Orders & Inventory 

Check & PO 

Reports 

Approvals 

Card Services 

Management 

Lists 


Overview 




Card Inventory - Confirm save changes to inventory 


A 


These changes will be applied to all cards in the entered range. Are you sure you want to 
proceed with these changes? 


Yes I No 


V 
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Move Inventory to a Sub-location - 
Inventory Change Confirmation message 


r 


Customer Support & 
Card Services 


N/' 


Card Orders & Inventory Check & PO 
Management || Lists 


'\/ m 


Reports 


N/ - 


Approvals 

Overview 


Card inventory results 




r- (✓) CONFIRMATION - 

Success: 

** The selected inventory item/s have been updated. 
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Blocking or Unblocking Cards (Supervisor) 


Search Page 


View | 

Cu 

stomer Supports 
Card Services 

i 

f -\ 

Card Orders & Inventory 

Management 

-\ 

Check & PO 
Lists 

/\ 

Reports 

f -> 

Approvals 

Overview 


► Work Orders 

t ^ 


► Transaction Hi story 

► Reports 

► Call Center Support 

► Knowledge Base 



► Non-Sufficient Funds 

► Manage Vanpools 

► BlocMJnMock Cards 

& Products 


Search for an individual card or a range of cards to Block or Unblock 


► Upload ACC ESS file 


ft 


Search for 

Single card serial 
number 


OR 

Range of serial numbers 

From: 

To: 


r 


i 



Enter single or range of 
card serial numbers 

i- 



\ 

i 



27 


ERG 


TBAHl-IT SYSTEM'S 









































rca 

one regional card for all 


Blocking or Unblocking Cards (Supervisor) 


Block/Unblock page 


View 


► Work Orders 

► Transaction History 

► Reports 

► Call Center Support 

► Knowledge Base 


r 


Manage 


► Non-Sufficient Finds 

► Manage Vanpools 

► Block/Unblock Cards 

& Products 

- B Ic-ck/U n blod( si ng le card 

► Upload ACCESS file 


okcmuserOOl - KCM 


Update password | 


Logout 


\/' - 




N/' 


Customer Support 3. 

Card Orders & Inventory 

Check 3 l PO 

Reports 

Approvals 


Card Services 

Management 

Lists 


Overview 



Block/Unblock single card <99914401> 

* indicates required fields 


Card 

Blocking Reason* 
Unblocking Reason* 



Unblocked ^ 

® A:' 


3 


□ Purse 
Blocking Reason* 

Unblocking Reason* 



Unblocked 


n ■* 


Cancel 
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Customer Support 

Searching for Work Orders 


1. Click the Customer support & 
card services tab. 

The Work Orders page displays. 

2. Enter all of the known details of the 
work order you want to view. 

3. Click the Search button. 

The results of your search display. 

4. Click a work order Number. 

The Work order details page 
displays. 

5. To exit this page, click the Back to 
work orders button. 


F Woi k Order s 

► Ti Oil i&action Histoi y 

► Reports 

► Call Center Support 
t Knowledge Base 


Manage 


► Nou-Sufficieut Funds 

► Mai iage Vai ipools 

► BlockrtJnblock Cards 
& Products 

k Upload ACCESS file 


'"Customer Support's 
Card Services 

ICerd Or der s: & ilnvfcRlOry' 

Check & PO 

Lists 

Rep.ii.r1 £ j ApjirOv&lS 

J Overview 




Work Orders 

Enter as many details as possible below and dick search 


Ciii d sei inti number: 
Caidlioldei last name: 
Caidholdei fiist name: 
Woikoidei numhei: 

Oi dor typo; 

Older status: 

Oi dei ed liy: 

Oi i* in Ml " I Afjency: 
Sonice a : 

MallCentei order ?: 
Occni i ence immbei: 
Business Account name: 

Date ci edited: 
imin ddyyyy> 

Date updated: 
Unrn.dil.yyyy> 

Date completed: 
Unmddyyyy) 


Tiom 
from I 

f I Dili I 


II© 


J® 






] 
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Customer Support 

Searching for Work Orders - Search Results 


Click on a work order to view and manage work order details. 

25 items found, displaying all items. Page: 1 


WO 

▼ 

Card A 

Serial 

Cardholder A 

First Name 

Cardholder A 

Last Name 

Order A 
Source 

Mail A 
Center 

Business A 

Account 

Tvi>e 

Status 

Created A 

on JL 

Orig. A 

Auencv 

330503 

Number 

9991 4164 

test 

test 


Order 

if 

Name.lD 

Block Card 

Expired 

07/29/2003 
11:13 PM 

KCM 

327734 

9991 4153 

test 

test 



Canadian 

Club/ 

1050603 

Add Value 
to Card 

Expired 

06/25/2003 
12:43 AM 

KCM 

327733 

9991 4153 

test 

test 



Canadian 

Club/ 

1050603 

Add Value 
to Card 

Expired 

06/25/2003 
12:36 AM 

KCM 

327546 

99914401 

test 

test 



Phantom 

Club/ 

1050553 

Add Value 
to Card 

Expired 

06/09/2003 
12:59 AM 

KCM 

327249 


test 

test 

CH327249 

41 


Order 

Registered 

Card 

Pending 

05/23/2003 
06:43 PM 

KCM 
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one regional card for all 


r \ 


Work order details 


Work order number: 

327249 

Order type: 

Order Registered Card 

Order description: 

Product details: 

Passengerlype - Adult 

Ol der status: 

Pending 

Ordered by: 

chw002 

Originating Agency: 

King County Metro 

Source =: 

CH327249 

Mail Center oidei =: 

Occurrence number: 

41 

Date.time created: 

05/28/2008 06:48 PM 

Date.time last updated: 
Date-time completed: 
Actionlist Expiration Date: 

05/28/2008 07:02 PM 

Cardholder registered: 
Caul serial nuinbei (s): 

Business Account name: 

Business Account ID: 

Card status: 

test test 


«Backto work orders 


J 
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1. On the Customer support & 
card services tab, select 
Transaction history. The 
View customer transaction 
history page displays. 


Viewing Transaction History 


2. Enter the cardholder’s name 
(or partial name) or a CSN and 
click the Search button. 

Note: The CSN is always the best 
way to search for a card. 

The results of your search 
display. 

3. Click the name of an individual 
cardholder. 

The Transaction history page 
for the customer displays, with 
options for refining the search 
parameters. 

4. To exit this page, click the 
Back button. 

32 



Customer Support & ' 
Card Services 

f \ 

Card Orders & Inventory 

Management 

r 

Check & PO 
Lists 

f \ 

Reports 

f \ 

Approvals 

Overview 


► Work Orders 

► Transaction History 

► Revolts 

► Call Center Support 

► Knowledge Base 


Manage 


► Non-Sufficient Funds 

► Manage Vanpools 

► Block .-Unblock Cards 
& Products 

► Upload ACCESS file 


Transaction History 

Recently accessed customer 
No recently accessed customer found. 
Search for a customer 

I- 


First name: 
Last name: 


[smith” 


OR 

Card serial numher: 


Cancel I Search 


Note: Recent Transaction Details will not 
show in the History until the end of shift 
data upload has occurred. 
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rca Customer Support 

ie regional card for aii yj ew j n g Transaction History - Multiple Results 

r^. ll II II II I —^ 

Customer Transaction History 

Select customer 

Click on the customer name in the list below 


Last Home 

First Name 

Middle Name 

Date of Bhtli 


Mailing Address 

City 

State 

ZIP Code 

£ Cards 

Test 

Refund 





411 First Ave S 

Seattle 

WA 

98104 

1 

Test 

Test 





Linel 

City 

WA 

11111 

0 

test 

test 

t 




test 

test 

WA 

11111 

0 

test 

test 





1 Canadian Ave 

Canadian City 

BC 

A1B2C3 

1 

test 

test 





2345 

23423 

WA 

64654654 

0 

test 

test 


12/31/1939 



1 test rd 

test 

WA 

11111 

1 

test 

test 





1 test rd 

test 

WA 

11111 

0 



v 




j 
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Customer Support 

Viewing Transaction History - Single Result 


► Woi k Orders 

► Transaction Histoiy 

- Customer transaction 
history 

► Reports 

► Call Center Support 

► Knowledge Base 


Manage 


► Non-Sufficieiit Funds 

► Manage Vanpools 

► Block Unblock Cards 
& Products 

► Upload ACCESS file 


r 


A/T 


V: 




'N/' 


Customer Support & 

Card Orders & Inventory 

Check & PO 

Reports 

Approvals 


Card Services 

Management 

Lists 


Overview 



Customer Transaction History for Refund Test 


Card serial number: 
Cardholder name: 
Card status: 


99904033 
Refund Test 
Active 


At least one search date is required: 


Card serial number: 

99904038 -, 

Active 

# 


Start date: mm/ddyyyy 

|07 

]/n i\ 

2007 

r 

* 


End date: mm/dd.yyyy 

[oeT 

mi 

2003 

* 

t 






- * — 











Show transactions 

1 Print | 


Note: the most recent transactions may not appear in this transaction history. 

There are no transactions for the selected period 


«Back 


View Tmnsaction Type | ALL 3 
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one regional card for all 

Viewing Transaction History - Business Account Card 


View 


► Work Orders 

► Transaction History 


r 


Customer Support & 
Card Services 


Card Orders & Inventory II Reports 
Management 


Customer Transaction History for unregistered card 80002261 


- Customer transaction 
history 

► Reports 

► Call Center Support 

► Knowledge Base 


Manage 


Card serial number 80002261 

Cardholder name: 

Business Account name: OCREGBAW005 

Business Account group status: Active 
Card status: Active 

At least one search date is required: 


► Non-Sufficient Funds 

► Manage Vanpools 

► Upload ACCESS file 


Start date: mm/dd/yyyy 
End date: mm/dd/yyyy 





Show transactions I Print 


Note: the most recent transactions may not appear in this transaction history. 


«Back 


View Transaction Type 


ALL 




J 
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Customer Support 

Viewing Transaction History-Transaction Listing 


► Work Orders 

► Transaction Histoiy 

- Customer transaction 
history 

► Reports 

► Call Center Support 

► Knowledge Base 


► Non-Sufficient Funds 

► Manage Vanpools 

► Block.Unblock Cards 
& Products 

► Upload ACCESS file 


Customer Transaction History for Refund Test 


Card serial number: 
Cardholder name: 
Card status: 


99904038 
Refund Test 
Active 


At least one search date is required: 

99904038 - Active 


Card serial number: 
Stait date: mm.dd.yyyy 


07 

/ 

14 

/ 

2007 

|08 

M 

|13 

M 

[2000 


Showtransactions I Print 


Note: the most recent transactions may not appear in this transaction history. 


View Transaction Type | ALL jj 


One item found. Page: 1 

Date.Time it Description i. Location A Product A Txn A Full-Fare fc. e-Purse A flctionlist A Device t Work A Payment l 

T T Value T Trie Balance Exi> Date !D Order Method 

Value Number 


06/20/2008 Issue Pass, 
02:38 PM Receipt 554 


COT, 

Community PugetPass 
Transit $0.50, 18.00 

Lynnwood June 2008 
RideStore 


15073793 


Cash 
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Customer Support 


Uploading ACCESS Eligibility File 

An authorized KCM user can upload XML files containing ACCESS eligibility details. 


► Woik outers 

► Transaction history 
* Reports 

► Call center support 

► Knowledge base 


Manage 


► Non.siifflcieirt funds 

► Manage vnnpools 
k Manage i ehafes 

► Upload ACCESS file 


Customer support & card 
services 

/- 

• Card orders £ inventory 
management 

/ s 

Reports 




Cancel I Upload file 


1. 

2 . 

3. 


4. 

37 


On the Customer support & card services tab, select Upload ACCESS file. 

The Upload a new ACCESS Eligibility file page displays 

Find a file to upload by clicking the Browse button and selecting a file. Click Open. 

To upload the selected file, click the Upload file button. 

A confirmation message displays. 

f 

Click the Yes button to confirm. 

A confirmation message displays. 
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Finance 


Viewing Non-Sufficient Funds (NSF) History 


Customer support & card,Card orders & inventory j Reports 
services management 


► Work orders 

► Transaction history 

► Reports 

► Call center support 

► Knowledge hose 


Manage 


► Non stifliclent turn] 

► Manage vanpool 

► Manage rebates 

► Upload ACCESS til! 



1. On the Customer support & card services tab, select Non-sufficient funds. 

The Update non-sufficient funds history page displays. 

2. Enter the cardholder’s name (or partial name) or a CSN and click the Search button. 
The results of your search display. 

3. Click the name of an individual cardholder. 

All NSF events for the cardholder display. 

4. Select an individual event to display further details. 
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Adding NSF Event (Supervisors) 


1. On the Customer support & card services 
tab, select Non-sufficient funds. 

The Update non-sufficient funds history 

page displays. 

2. Enter the cardholder’s name (or partial 
name) or a CSN and click the Search 
button. 

The Select customer page displays the 
results of your search. 

3. Click the name of an individual cardholder. 

The Non-sufficient funds history page 
displays. 

4. Click the Add new button. 

The Add Non-sufficient funds event -- details page displays. 

5. Enter the details of the NSF event. Required fields are indicated with an asterisk (*). 

6. Click the Save event button. 


Non-Sufficient Funds event - detaijg^ 4 


* indicates required fields 




Cmdhoidei name: 

Tommy Jones 


Dale of payment fatone: 

1 - 1/1 — 

]/[“ 


(mm <l<lyyyy *) 




Fare caul immlmi: 

Select 

V 


Aimu ii it of failed payment: 

*)ooo 



Fee cli.mjed: 

*000 



Reason: * 

Select 


V 

Type: * 

Select 

V 


Check iMHitoet 01 last 4 




•Inins of ct edit cattf: 




Catdliokiei contact 




Insfoty: 




Status:' 

Select 

V 



1 (Dollars and cents) 



A confirmation message indicates that a new entry has been added. A blank Add Non- 
Sufficient Funds event - details page displays. 
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Updating NSF History (Supervisors) 

1. On the Customer support & card services 
tab, select Non-sufficient funds. 

The Update non-sufficient funds history 

page displays. 

2. Enter the cardholder’s name (or partial name) 
or a CSN and click the Search button. 

The Select customer page displays the results 
of your search. 

3. Click the name of an individual cardholder. 

The Non-sufficient funds history page 
displays. 

4. Select the required entry by clicking the Fare 
Card link. 

The Update Non-sufficient funds event -- 
details page displays. 

5. Change the details as needed. 

6. Click the Save event button. 
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Adding a Bad Check List Entry (Supervisors) 



1 . Click the Check & PO lists tab. 

The Add bad check entry page displays. 

2. Enter the Branch routing number and the Checking account number. 

3. Click the Add entry button. 

A confirmation message displays on a blank Add bad check entry page. 
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Deleting a Bad Check List Entry (Supervisors) 


An Agency can delete only those bad check entries originally added by that Agency. 


► A«M h.ul check entiy 

► Remove h.ul check 
entiy 


Customer support & card Card orders & inventory Check $> PO Reports 


management 


ists 


(^Remove bad check entry^) 1 

m Enter the details of the bad check below 


Approvals 

Overview 


Corporate check 



1 . On the Check & PO lists tab, select Remove bad check entry. 

The Remove bad check entry page displays. 

2. Enter the Branch routing number and the Checking account number. 

3. Click the Remove entry button. 

A confirmation message displays. 

4. Click the OK button. 

The Remove bad check entry page displays. 
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Adding Corporate Check/PO List Entry (Supervisors) 


On the Check & PO 
lists tab, select Add 

corp. check/PO entry. 

The Add corporate 
check / PO entry page 
displays. 

Enter the company’s 
details and click Yes or 
No to indicate whether 
the credit check is 
complete. 

Click the Add entry 

button. 

A confirmation 
message displays on a 
blank Add corporate 
check / PO entry 

page. 


Add corporate check / PO entry 

Enter the details of the company below. 

* indicates required fields 


Company name: : 

Company address line I: 

Company address line 2: 

Company address city: 1 

Company state: 1 

Company zipcode: 1 

Credit assessment 
complete: A 
(For purchase orders 
only) 

Agency ID: 

Agency user name: 


Washington 


Q Yes @ No 
KCM 

ergkcmsup 


Cancel I Add entry 


ERG 
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Finance 



rca 

one regional card for all 


Updating or Deleting a Corporate Check/PO List Entry 

(Supervisors) 


1 . On the Check & PO lists tab, select 

Update/Delete corp. check/PO entry. 

The Corporate check / PO search page 
displays. The Corporate check list displays in 
the lower half of the page. 

2. To update or delete an entry in the Corporate 
check list, click the Company name link. 

The View - Update corporate check entry 

page displays. 

3. Change the details as needed. 

• To modify the entry, click the Save changes 
button. A confirmation message displays. 

• To delete the entry, click the Delete entry button. 
A confirmation message displays. Click the Yes 
button. 


An Agency can update or delete only those Corporate/PO check list entries that were 
originally added by that Agency 
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Adding A New Vanpool 


i. 


2 . 

3. 

4. 




On the Customer support & card 
services tab, select Manage 
vanpools. 

The Find vanpool page displays. 

Click the Add new vanpool button. 

The Add new vanpool page displays. 

Enter the new vanpool’s details. 

Fill in the fare table if a vanpool fare 
code has not been provided. 

If an existing fare code is to be 
provided, click Apply existing fare. 
Click the > button next to the fare code 
to add. The new fare code displays. 



5. Once you have entered all of the 
vanpool details, click the Save 
changes button. 


The Find vanpool page displays. 
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Vanpoojs 


Viewing and Updating Vanpool Details 


i. 


On the Customer support & card 
services tab, select Manage 
vanpools. 



► Woik oi tiers 


Customer support & card 
services 


Card orders & inventory 
management 


Reports 


► Ti ai is action history 


Find vanpool 




2 . 


3. 


The Find vanpool page displays. 

Select a vanpool from the list of 
valid vanpool IDs. 

The View/Update vanpool page 
displays. 

Update any field displayed except 

Agency Vanpool ID, which cannot 
be updated. 


► Repoits 

► Call centei support 

► Knowledgebase 


Manage 


► Non-sufficient funds 

► Manage vanpools 

► Manage rebates 

► Upload ACCESS file 


Search for 
Vanpool ID: 

Agency Vanpool ID: 


Search 


Click on a Vanpool ID to view and manage the Vanpool details. 


Page:1 


Agency Vanpool ID Vanpool ID Vanpool Description 

1234 144 vanpoo!1234 


Page:l 


a. If Portable Fare Transaction 

Processors (PFTP) are used, set 
the PFTP enabled indicator to Yes. 


Create and maintain fare codes I Add new vanpool 


V_/ 


4. When you are done making 
changes, click the Save changes 
button. 


A confirmation message displays. 
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Vanpoojs 


Viewing and Updating Vanpool Details 


1. On the Customer support & card 
services tab, select Manage 
vanpools. 

The Find vanpool page displays. 

2. Select a vanpool from the list of 
valid vanpool IDs. 

The View/Update vanpool page 
displays. 

3. Update any field displayed except 

Agency Vanpool ID, which cannot 
be updated. 

a. If Portable Fare Transaction 

Processors (PFTP) are used, set 
the PFTP enabled indicator to Yes. 


-^ ViewfUpdate Va npool 

I Agency Vanpool ID; 


54 


' {cannot update] 3 



4. When you are done making 
changes, click the Save changes 
button. 


A confirmation message displays. 
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Vanpools 


Creating and Modifying Vanpool Fare Codes 


.reate and maintain vanpool fare codes 


The list below cent a ins all of the available vanpool larecodes. 


Fare 

code 


Monthly 

Description rider 
fare 


Normal 

rider 

tore 


Special 

rider 

fate 


St -Tit Ditie 
SMMDDYYW) 


End Date 
(MM.DD/YYYY) 



Save fare codes 


1. On the Customer support & card services tab, select Manage vanpools. 
The Find vanpool page displays. 

2. Click the Create and maintain fare codes button. 

The Create and maintain fare codes page displays. 

3. Modify an existing fare code or click the Add a new fare code button. 

4. Click the Save fare codes button to save the new or modified entries. 

A confirmation message displays. 
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View 


► Woikoideis 

► Tionsoction history 

► Reports 

► Coll center support 

► Knowledge hose 


Uploading Rebate Files 


Customer support & card 


Manage 


► Non-sufficient funds 

► Monotje vonpools 

► Monoge i ehotes 

- View rebate history 
• Upload a new rebate file 

► Block Unblock cauls 
& products 

► Upload ACCESS file 


services 


Card orders & inventory 
management 




Check & PO 
lists 




Reports 




Approvals 

Overview 


Authorize / Cancel rebate files 

Files awaiting authorization 
Nothing found to display. 


Upload new file 


ERG 
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File Uploaded Page 


View 


► Woikoideis 

► Transaction history 

► Reports 

► ( all centei support 

► Knowledge base 


Customer support & card 
services 


Manage 


► Non-sufficient funds 

► Manage vanpools 

► Manage rebates 

- View rebate history 

- Upload a new rebate file 

► Block Unblock cauls 
& products 

► Upload ACCESS file 




Card orders & inventory 
management 




Check & PO 
lists 




Reports 




Approvals 

Overview 


File uploaded 

You have successfully uploaded the "rebate.xml" rebate file, it is now awaiting authorization. 


You can add comments to 
this file 


Upload anothei iei>ate file 
Find a file to upload 


Add comments 


Browse. 


Upload file 


« Backto manage rebates 
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Viewing Rebate History 


WSF Rebates 


View rebate history 


2 items found, displaying oil items. Page: 1 


Request ID 

Reason 

Number in file 

Total Value a 

82 

Frequency of Use 

1 

0.50 

81 

Fi eciuency of Use 

1 

0.50 


2 items found, displaying all items. Page: 1 


Note: The information is read-only and no details can be updated. 

1. On the Customer support & card services tab, select Manage rebates. 

The View rebate history page displays a list of all the files uploaded for the 
Agency. 

2. Click the link in the Request ID column to select the individual rebate details to 
display. 


The View rebate details page is displayed. 


3. Click the Back to rebate history button to return to the View rebate history page. 
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WSF Rebates 


Authorizing or Canceling Rebates (Supervisors) 

Authorize / Cancel rebate files 


Files awaiting authorization 


One item found. Page: 1 


ID A 

Dote Time 

By 

* 

Reason 

Number 

* 

Total 

Comments 

W 

unloaded 

▼ 

▼ 

in File 

w 

Value 

T 

□ 

82 

04302008 

12:34 PM 

ergwsfsup 

Frequency 

of Use 

1 

0.50 



One item found. Page: 1 


Upload newfile II Authorize rebates I Cancel rebates 


1. On the Customer support & card services tab, select Manage rebates. 

The Authorize / Cancel rebate files page displays a list of files awaiting 
authorization. 

2. Choose one or more files by selecting the checkbox in the ID column. 

• To authorize the selected files, click the Authorize rebates button. A 
confirmation message appears. 

• To authorize the selected files, click the Cancel rebates button. A confirmation 
message appears. 
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Using the Knowledge Base 


i. 




To open the Knowledge 
Base, click the Search link 
at the bottom of the page 

To search by item 
headings, select a topic by 
clicking a tab at the top of 
the page, then select a 
subtopic by clicking an 
item in the menu on the 
left side of the page. 


Search 





Advanced search j 

Search 


► Password and 


/ \ 

FAQs 

(Cardholder) 

7 - A 

Common 

customer 

support 

problems 

7 A 

Common 

maintenance 
| problems 

f 

FAQs 

(Institutional 

Programs) 

7 - A 

Agency 

policy 

f ■\ 

Regional 

policy 

7 "S 

Training 

guidelines 

7 A 

Transit 

service 

information 

7 - \ 

Agency 

products 

and 

services 



FAQs (Cardholder) - Password and Account questions 


Click on a knowledge base item heading to view the information 


Account questions 
► Balance questions 


View items l>y: 


Alphabetical order v 


► Revalue questions 


Page:1 


► Employei business 
account questions 

► Fare questions 

► Other FAOs 


A 

Another test item : 

Another test item : another test 

B 


• To search by keywords or phrases, enter the keywords in the Search box and click the 
Search button. For more options, click the Advanced search link. 

2. A feedback message is displayed. If you answer this optional question, click Submit 
and your answer is recorded for Knowledge Base metrics. 

3. To exit, click the Close Knowledge base button. 
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Knowledge Base Feedback Message 


Did this information provide the conect solution? O Yes ® No 


Submit 


Please |»i ovule a reason if the information is not useful: 


A 


V 



ERG 


54 


TBAH1U SYSTEM-1 











Knowledge Base 



rca 

one regional card for all 


Administering the Knowledge Base 


The Knowledge Base Administrator is responsible for managing the content of the 
Knowledge Base. Only a user with this access role can add, update, or delete 
items. 


Knowledge Base 


Search 


Advanced search 


Search 


Add new knowledge 
base item 

Maintain subtopics 


'-\/-■> 

FAQs 

FAQs 

(Business 

Accounts) 

(Cardholder) 


Co ***&> 

cvnto*** 

tacoi 


Cower* f Avi 

r*rt«w<+ iBuarwtf 
frettGNteS Acooutt) 


FAQs (Cardholder) - Balance Questions 


Click on a knowledge base item heading to view the 


View items by: .Alphabet ical o rder 


pc*cy 


information 


toper** 

W*CY 


► Balance Otiestions 


TrariftQ Trmil 

i tfrvK# 


Page:1 


► Card Questions 

► Fare Questions 

► How To Ride 

► Otliei Questions 


I 

I added value to mv card today but mv balance says $0. Why? : If you revalue your card 
remotely - that is, by calling a transit customer servee office or using the ORCA website - it 
takes approximately 24 hours for the value to be added to your card. This is done when you 
tag your card at an ORCA card reader. It then takes an additional 24 hours for the information 
to be available for viewing in your My ORCA account 


► Password and 

Account Questions v Who can I talk to about mv balance? : You can call 888-988-ORCA (888-713-6030 TTY) to 

get help with card balance or any other ORCA quest ons that you have. 

► Revalue Questions 


Page:1 



55 


TBAMSU SYSTEM'S 




























one regional card for all 


Knowledge Base Feedback Statistics 


When the Knowledge Base Administrator clicks Show Response Log, the number of 
successful and unsuccessful queries is displayed for each Knowledge Base item. 
Information that users have entered in the Reason field is displayed. 


Did this information provide the correct solution? J Yes ® No 


Submit 


Please provide a reason if the information is not useful: 


Show Response Log 


Created by: o_ssbadm001 
Updated by: o_kcmuser001 

Keywords: DDU, OBFTP, SAFTP, WDOLS, GAK, Comission, DAC, wireless 


Number of people who found this useful: 2 
Number of people who did not find this useful: 3 


2 items found, displaying all items. Page: 1 


Comments: 

Not helpful. 

This is the reason. 
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Knowledae Base 


Adding or Modifying a Knowledge Base Item 


Add/modify knowledge base item 

’indicates required fields 

Item number: 

Selecl knowledge base item location 





Password and Account questions 


□ Common customer suppoit problems 

□ Common maintenance piohlems 

□ f AOs \ Instil irtional Pi ogi amst 

Card issues v 

□ Agency policy 

General policy v 

□ Regional policy 

General Regional Policy v- 

pi It tiinii uj gt irtlelines 

guideline! v 

p Transit seivice infoi ni di ion 

Transit subtopic v 

□ Agency jui otlncts and services 

new subtopic v 


1. On the Customer support & card services tab, select Knowledge base. 

2. Click the Add new knowledge base item button. 

The Add/modify knowledge base item page displays. 

3. Select the High level topics and Subtopics for this item. 

Note: Subtopic headings can be added, but should be carefully considered to keep 
Knowledge Base manageable. Separate keywords with a comma as instructed. 

4. Click the Save item button to save the changes. 
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Knowledge Base 


Adding or Modifying a Knowledge Base Item -page 2 
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Knowledae Base 



Search 


FAQs 

(Business 

Accounts) 

.—\ 

FAQs 

(Cardholder) 

/ \ 

Common 

customer 

support 

problems 

/ N 

Common 

maintenance 

problems 

r n 

Agency 

policy 

S \ 

Regional 

policy 

r \ 

Training 

guidelines 

/ \ 

Transit 

service 

information 

/ \ 

Agency 

products 

and 

services 


Advanced search 


Add new knowledge 
base item 


► Balance Questions 

► Card Questions 

► Fare Questions 

► Flow To Ride 

► Other Questions 

► Password and 
Account Questions 

► Revalue Questions 


Add/remove knowledge base subtopic 

Note: Adding, removing and updating subtopics will affect all knowledge base items under that 
subtopic, e g. If you delete a subtopic, all knowledge base items under the subtopic will be 
deleted. 

Edit the subtopic heading to change the heading, delete the heading to remove the subtopic 
entirely, or type a new heading to add another subtopic 

Subtopics for FAQs (Cardholder) 


rca 

one regional card for all 

Adding or Removing a Knowledge Base Subtopic 

On the Customer support & card 
services tab, select Knowledge 
base. 

Click the Maintain subtopics button. 

The Add/remove knowledge base 
subtopic page displays. 

Note: Adding, removing, or updating 
subtopics affects all Knowledge Base 
items under that subtopic. 

Change, delete, or add subtopic 
headings as needed. 

To add a new subtopic, enter the 
heading and click the Add another 
subtopic button. 

To delete an entire subtopic, click the 
Delete button next to the subtopic 
name. A warning and confirmation 
window displays. Click the Yes 
button. 

Click the Save changes button to 
save the changes. 


Cuilent subtopics 


Balance Questions 


Card Questions 


Fare Questions 


Flow To Ride 


Other Questions 


Password and Account Qi 


Revalue Questions 


View knowledge base items(2) 

| View knowledae base items(6) 

| View knowledae base items(8) 

| View knowledge base items(2) 

| View knowledae base items(9) 

View knowledae base items(3) 

I View knowledae base items(4) 


Cancel I Save and add another subtopic I Save and return 


Updated by: <> 
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Knowledge Base 

Maintaining the Cardholder Banner 


1. On the Customer support & card 
services tab, select Knowledge 
base. 

2. Click the FAQs Cardholder tab and 
the subtopic News. 

The existing FAQs (Cardholder) - 
News page displays. 

Note: If the knowledge base item 
needed for display is not entered yet, 
go do that first. 



on* regional card for «U 

st-tml • SOT 


► Close knowledge base 



Search 



Search 



► Agency Contacts 

► Balance Questions 

► Card Questions 

► Fare Questions 

► Glossary 

► How To Ride 

► News 

► Other Questions 

► Password and 
Account Questions 

► Revalue Questions 

► Transfer Questions 


f FAQ* Y FAOs Y 

Common 

if Common 1 

Agency 

Regional 

1 Tracing 

Trsnst 

Agency j 

[ i.Busness i Cardholder | 

customer 

mentenance 

pokey 

pokey 

guaJeknes 

servxe 

products 

! Accounts) 

support 

problems 




rformabon 

and 


problems 






services I 


FAQs (Cardholder) - News 

Click on a knowledge base item heading to view the information 
View Items by: Alphabetical order v 


Pagerl 

H 

Holiday Closures 2009 

Holiday Closures 2009 Item Description 

N 

■* News to Cardholders 

Descnption of News to Cardholders 

O 

* ORCA Updates ♦ November 2009 

ORCA Updates • November 2009 

Pagerl 
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Verifying the Knowledge Base item reference number 


1. On the FAQs Cardholder tab, News 
subtopic, select the Knowledge 
base Item link. 

2. Make note of the reference number. 

Note: In this example the number is 
(1141). 

3. Click the Back button to return to the 
previous page. 



rca 

on* rogenol cord for ad 


ftgrtnacg runt 


► Agency Contacts 

► Balance Questions 

► Card Questions 

► Fare Questions 

► Glossary 

► How To Ride 

► News 

► Other Questions 

► Password and 
Account Questions 

► Revalue Questions 

► Transfer Questions 


sttml SOT 


► Close knowledge base 



FAQs FAQs Common Common Agency Rogonai 

(Busmess | Cardholder k customer msrrtenanoe po*Cy po*Cy 

Accounts) 


Trsnevg 


Trans* 

serve* 


Agency 

products 

and 

li eervtoee 1 


FAQs (Cardholder) - News - Holiday Closures 2009 (1141) 

Holiday Closures 2009 Item Descnption 


Modify this item*? I 


Update I Delete 


Did this information provide the correct solution? O Yes (•) No | 
Please provide a reason if the information is not useful: 


Show Response Log 


Created by sHml 
Updated by 
Keywords holiday 
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Knowledge Base 

Create or Edit the Cardholder Banner 


1. Click the Cardholder Banner button. 

2. Click the Maintain subtopics button. 

The Add/remove knowledge base 
subtopic page displays. 

Note: The Cardholder Banner edit page 

consists of 3 areas: Header, Body Text and 
Knowledge Base links. None, any or all of 
them may be filled in. 

3. Enter the text, if any, for the Header of the 

Banner. 

4. Enter the text, if any, of regular body text to 

appear under the Header. 

5. In the first Knowledge Base links field, enter 

the number of the knowledge Base item 
that will be listed first on the Banner. 

6. The Add another Link button may be used to 

display more than one link on the banner. 
Only one Knowledge Base item reference 
number per Knowledge Base Test field. 

7. Double check spelling, punctuation and 

number entry, then click the Update button. 



or* regions! cord for «U 


sttml - SOT 


»Close knowledge base 





Search 


FAQs | FAQs 

Common 

Common 

Agency 

Reponai 

Tranng 

Trsnsi 

Agency 

{Business iCardhoderj 

Accounts) 

customer 

support 

proWeme 

mentenance 

problems 

PO*cy 

PO*cy 

gudefcies 

servce 
r formation 

products 

snd 

services 


Cardholder banner 

|— v I CONFIRMATION - 

Success 

*♦ The Cardholder banner has been successMIy updated 


Header 

Content entered in this section with be displaced as a header 
Important Information for ORCA Users* 


Sample heading 


Body text 

Content entered in tftis section with be displayed as the mam body of the 

message, _ 

Please be sure an take a look at the two notices regarding Holiday 
Closure and ORCA Updates effective December 2009 

Sample body text This is 
the mam body 


Knowledge Base links 

Enter the Knowtedge Base item number This win be displayed as a mo [ e: 

hyperimlt KBHtflUMmt 


1141 

1142 


Add another Imk 


Update 
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regional card for 

Header, Body Text and Knowledge Base links on Banner 


1. 


The test that you have entered for the 
Header and Body test will be displayed as 
entered. The title entered when the 
Knowledge Base item is created will be 

displayed as the link text in the Banner. 


Have a Card 


Need a Card 


Fare/Product 

Details 


Customer 

Support 


Important Information for ORCA Users! 

Please be sure an take a look at the two notices regarding Holiday Closure and ORCA Updates 
effective December 2009 

Learn more: 

Holiday Closures 2009 


ORCA U pdate s - .November. 2M9 


The Smart, Easy Way 

To Ride The Bus, Train & Ferry 


The Add/remove knowledge base 
subtopic page displays. 

Note: Adding, removing, or updating 
subtopics affects all Knowledge Base 
items under that subtopic. 

To Delete the Banner, return to the 

Cardholder Banner page and click the 
Delete button. 

To Update an existing Banner, retun to 
the Cardholder Banner page, make 
the required changes then, click the 
Update button. 

Changes to the Banner are immediately visible on the website. If changes are 
made and are not visible, try refreshing the web browser as it may still be 

displaying a cached image of the page. 
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Your ORCA card works like cash or a pass 
automatically tracking the value of different fares 
and transfers so you don't have to Learn more 1 
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Reports 


Adding or Removing a Knowledge Base Subtopic 


X Cancel | ? Help 


Log On to Crystal Enterprise 


Existing User 


System: 

User Name: 

Password: 

Authentication: 


RFC- FTB-DD1-RPT 


Enterprise 


i 


Log On 


The following standard reports are available to everyone with Reports access: 

• Expired Vouchers 

• Business Card Account Transaction History 

• Business Card Status 

• Business Linked Ridership Summary 

• Business Unlinked Ridership Summary 

• Business Vanpool Subsidy Status 

• Business Vanpool Usage 

• Unredeemed Products 
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Course Complete 
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Thank You for Your Attention 
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